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mhie paper describes the objsctivses, policizs, and
procedures of the Collage of DuPage's rdmiristrative Internship
program, wherel ; facul®y members can gain broad administrative
= gxperisnce in hey administrative areas of the college. The progranm
seeks no+* only to broaden *he experience of the individual intsrn,
butr +to promote empathy among faculty and administration, and to
of administrative talent for the collage. Rdmission to

develop a pool
Phase of *he internship program is accomplished by means
of application and approval by a Board of Control. Upon approval, the
intern is assigned to a mentor, who, with the intern, develops the
individual intern program. Periodic meetings are held to discuss
prcblems, progress, and sxperiences. VFarrative reports are filed by
parties to the internship at its end, and are filed in the intern's
personrel file. Phase I internships are limited to four interns at
+ime, and may extend from two to four quarters at a minimum of one
hour per day. Phase II operetes similarly, but seeks to provide
in-depth administrative experiencs and involves high priority
adminics*ra*ive responsibilities. A specified amount of released time
may be arranged for Phas= activities, and successful completion is
recogrized by the college as administrative experience for employment
purposes. Progran materials are attached. (JDS)
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COLLEGE OF DuPAGE

Administrative Internship Program

A program whereby faculty members who have the desire and
possess good management characteristics can gain broad ad-
ministrative experience in key administrative areas of the

college through an administrative internship program.
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COLLEGE OF DuPAGE

sdministrative Incarnship Progam

Rationzle

To be an effective college adminlstrator it is desirable, if not
absolutely necessary, Lo understand the specific problems, concerns,
and issues facing pcstsecondary education, and to appreciate and

grasp the functions of management. It has been the experience that
nmany successful college administrators have been former college
faculty members who possess good management OT adninistrative ability.

When recruiting college administrators, previous administrative ex-
perience is a most valuable commodity and an important indicator of
probable future success. Because of this emphasis on previous ad-
ministrative experience, it is most difficult for a faculty member
who is interested in college administratior or management, but with
no practical administrative experience, to successfully compete for
an administrative vacancy. ©ften it is necessary for a faculty
member to take a substantial pay cut to obtain a low-level, quasi-
administrative job to acquire the needed experience to be considered
for a higher-level management position. Therefore, a plan should be
devised whereby faculty members who have the desire and possess good
management characteristics can gain broad administrative experience
in key administrative areas of the college through an administrative
internship progran.

The keystone for the internship skould be flexibility. The intern
would have the opportunity to participate in the selection of depart-
ments in which to intern. However, the internship is not intended to
provide individuals with experience in ome or two offices of specific
interest to the intern, but is irtended to provide a broad, overall
administrative experience in a number of key areas of the college.
Concentrated experience in a specific office can be arranged for one
quarter during the administrative internship if the intern so desires.
Internship will be provided in those areas which are deemed to be of
highest priority for administrative experience.



COLLZGE OF DuPAGE

Administrative Internship Program

Propram Objectives

For the Tndividual:

- To provide a broad base of practical administrative
experience in key adminisurative areas of the college

~ To develop a sense of management or administrative-
mindedness

- To prepare interested faculty to adequately compate
for and perform in administrative positions

-~ To promote empathy among faculty and administration

For the College:

- To dowvelop a vool or resource of ready administrative
talent

- To prepare interested faculty to adequately compete
for and perform in administrative positions

- To promote empathy among faculty and administration
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COLLEGE OF DubaAGE

Administrative Internship Program

Board of Control

Dr. Rodney BETE « « « « o + =+ 0 o o 0 e e e e e e President

vy, Richard Petrizzo . . . « .« . Vice President — Operations

\r. Ted Tilton. . . « « . . Vice President - Academic Affairs

Mr. Ron Lemme . . . Administrative Assistant to the President
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COLLFGE OF DubAGE

Adminlstrative Internship Program

Phase I

Policy/Procedures for Administrative Interns

Any Jaculty member interested in gaining a general administrative ex-
perience may apply for an administrative internship which is in addition
to his regular assignment, and at no additional compensation, through
the Administrative Assistant to the President's Office. Internships
will ba limited to four interns at any one time.

The following procedures will apply to the Phase I Administrative Internship

Program:

1.

A Ph. e I administrative internship is available to any
faculty rerber in addition to his regular assignment and
at no additicnal compensation.

Application forms are available from the Administrative Assistant
to the President. (Appendix A)

Appli~atinn nay be made at any time throughout the year.
The program will be limited to four interns at any one time.
Internship programs may start at the beginning of any quarter.

The internship program will extend for two to four quarters.
The program should averige a minimum of one hour per day, per
quarter, for each department or area—-—-including meetings and
seminars.

The Board of Control will review all applications and select interns
the basis of the administrative potential of the applicant.
Additional information to that included in the application

form may be requested.

All applicants will be notified of the results of the selection

process by the Administrative Assistant to the President, who is
responsible for arraunging internship programs between the intern
and those areas within the college where the internship will

take place.

Fach intern will be assigned an advisor or mentor from the

College of DuPage administration at the beginning of the intern-

ehip who will assist and advise the intern throughout the program.
Mentors will be chosen frcm those Council of Deans and Central Servic
Council administrators on the basis of their willingness to work with
the intern, ability to add to the inter~'s administrative experience
and the acceptance on the part of the intern.
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The menvor/intern team will o var o the pencral bntecggship
propgram, determining which enareasents or aroas L b
cncompassed in the program.

All aduinistrators for theose departments ov areas which will

be involved in the internship program will submit to the Administrative
Assistant to the President an outline generally descriping the

scope of the internship program for their department oy area of
responsibility.

The specific internship program will be designed betWeen the
intern, mentor and each appropriate adminicstraior utiljzing

a results-oriented approach in designing the administrjeive

internship responsibilities.

Periodic meetings between intern, mentor and departmeént or

area administrator will be held to discuss progress, problems,
experiences, etc. Minimum sessions should be held at the
beginning and end of the individual area experience. 4 general
seminar involving all interns, mentors and department o area
administrators will be held quarterly.

Each department or area administrator will prepare a ngrrative
report concerning the internship at the end of the partjcular
department or area experience which will be discussed st the
last meeting between intern, mentor and the administrator.

Fach intern will prepare a narrative concerning his experience
for each particular area of internship.

Fach mentor will file a final report concerning his regction
to the intern's experience and his assessment of adminjgtrative

potential of the intern.

The Administrative Assistant to the President will see =g it that
all appropriate reports relating to the internship are filed in
the intern's personnel file. (Appendix B) Specific reports include:

a. Application Form (Appendix A)

b. A general outline describing the internship program for
each of the participating areas.

c. Reports from the particular departments or areas oytlining
specific results to be achievad.

d. Final reports from appropriate administrators of departments
where the internship took place.

A report from the intern of his experience for each department
or area.

f. Mentor's report on reaction and assessment.

8



O

ERIC

Aruitoxt provided by Eic:

An administrative Laotern who has cowpleted or is unearing completion of
Phase L

COLEEGE OF DuPAGH
Administrrat fve Internshiip Progran
Phase Ul

Policy/Procedures tor Administrative Iateru:

and is interested in gaining an lon-depth administrative expericuce

may apply tor a Phase II administrative internship through the office of the
Administrative Asslstant to the President.

The following procedures will apply to the Phase IT Administrative Interuship

Propram:

~

A Phase IT administrative internship is available to only those who
have successfully completed Phase 1.

Those interns who have completed, or are nearing completion, of

Phase I and are interested in gaining an in-depth (Phase II)
administrative experience, should notify the Administrative Assistant
to the President.

Acceptance into Phase II is not automatic, but is based upon a critical
review and evaluation of the applicant as to his administrative potential
by the Board of Control.

Mentors will be chosen from those Council of Deans and Central Service
Council administrators on the basis of their willingnass to work with
the intern, ability to add to the intern's administrative experience
and the acceptance on the part of the intern.

If selectd, the mentor/intern team will arrange the general Phase II
program, determining to which department or area the intern will be
assigned, with consideration to the intern's goals. Time commitments
will vary depending upon job assignments, urgency of completion, etc.
withthe administrative assignment. This phase may involve a variety of
experiences, some of which the intern may take a leadership role in
developing, organizing, etc.

The specific Phase II assignment will be designed between the intern,
mentor, and appropriate administrator, utilizing a results-oriented approach
in designing the intermship responsibilities.

Phase II will involve only high-priority administrative responsibility.

Release time may be granted and will vary with the administrative assignment.
Release time may be recommended by the mentor in consultation with the
appropriate administrator and dean. Approval of the Board of Control is
required.
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Collective toelease Uime tor Phase 1D fnteras da Timiced ro one ORI D

Insrruector per year.  The minfonn amount ol releane thae tey o Phane L

R

cupericnce shall be the FUOTPUEL of one quarteyr.

Poriodic meetings between tntern, mentor ant daread administrator wilbl b
held to discuss progress, probloms, experiences, cte. A peneral seminar,
including ail interns, mentors and area administrators will be held
quarterly.

Phase LL lotems may bhave the opportunity to partlcipate dn special
meetings, conferences, which may take the intern of f campus at varlous
times. Tnterns may also be called upon to supply recommendations on
special probiems, new arcas of exploratlon, etc.

Fach area administrator, in cousultation with the mentors, will prepare
a4 critical narrative evaluation report concerning the internship and
their assessment of administrative potential of the interm at the end
of the area experience. This will be discussed at the last meeting
hotween intern, mentor and the administrator.

Fach intern will prepare a narrative concerning his experience.

l'hose interns receiving positive evaluations shall be adjudged to bu
qualified to apply for pocitions at the college which require previous
administrative experience.

The Administrative Assistant to the President will see co it that all
appropriate reports relating to the internship are filed in the intern's
personnel file. Specific reports include:

A A results-oriented report outlining specific objectives to be

achieved.

b. TFiral evaiuation report from administrators and mentors on reactions
and assessment.

c. A report from the intern of his experience.
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Mlamialoteat ive Sy tor Interaship

wruetional Serviees

Inclading: mstruction Ot tice, Utudeat Services, LRG, DRI o

Centitar Gnidance.

O dperation savviges

ipcluding:  Finance, Compns Services, Caapus Conter and Personnel,

3. Planning and Informational Services
Including: Planning and Development, Rescarch, College Relations and
Data Processing.

4. Small College Administration

Including: Alpha, Delta, Extension, Kappa, Omega, Psi and Sipgma.
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Coothe internship ave Tiled i the intern's pevsonned Cite.

Coandcen quarter by general o seninare fvolvins o b batemaer,

mentors and ared adimlaistrators.

Adialserative Intern

L.

D

Merntor

1.

Tn additlon to his/her repular adsioneent aud ot no additionat
compensation, Jdevote, on the averag:, a minimum of one hour ver

Jday, per quarter, for cach area. (Phase L only.)

with mentor, arrange general internship program, -ieteialaing
which areas will be encompassed in ihe program.

With mentor and area administrator, design cach quarter's
speeific internchip progran for each area of cxperience.
Participate In periodic meectings with mentor and area administra-

tor to discuss progress, problems, experiences, etc., as well as
participate in quarterly general saminars involving all participants.

Prapare a narrative concerning his/her experience for each area

of internship.

I

Serve as an advisor, counselor, expediter for individual interm.
The mentor's main responsibility is to assure that his individual
intern is receiving the best possible administrative internship
experiences throughout the intern's involvement in the program.

"y
DO
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With intern, arrange the general internship program, determining
which departments or areas will be encompassed in the program

With the intern and area administrator, design each quarter's
specific internship program for each area of experience.

Assure that Phase II internships will invelve only high-priority
administrative respcnsibilities and not low-level administrative
detail work.

Arrange for periodic meetings between intern, mentor and administrator

to discuss progress, problems, experiences, etc. Minimum sessions
should be held at the beginning and end of the individual area
experience. Participate in quarterly general seminar involving all
participants.

With intern and area administrator, discuss narrative evaluation
report prepared by the area administrator concerning the internship
at the end of the particular area experience.

At the end of the intern's total program, each mentor will file a
final report concerning his reaction to the intern's experience
and his assessment of administrative potential of the intern.
This report should be directed to the Administrative Intermship
foordinator and will become part of the intern's file.

Area Administrator

1.

O
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With mentor and intern, design specific intermsaip progrcam for
the quarter's experience in particular area (report to be filed
with Administrative Internship Ccordinator).

Concw. - internship for his department or area involving only
higt. i fority administrative responsibilities, and not low-
level administrative detail work.

Meet with intern and mentor periodically to discuss progress,
problems, experiences, etc. Minimum sessions should be held at

the beginning and end of the quarter's experience. Participate

in general seminar which involves all participants in Administrative

Internship Program.

Prepare narrative evaluation report concerning the intermship at
the end of the quarter's experience. Report fo be discussed with
intern and mentor at last meeting. Report to be filed with
Administrative Internship Coordinator.

i3
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APPENDIX &

COLLEGE OF DuPAGE
Glen Ellyn, lllinois 60137
312/858-2800

INTERN APPLICATION FORM

Date
Name Cluster Office Phone
Date of Birth
ACADEMIC TRAINING:
Highest degree now held
Credit hours earned beyond highest degree Major Field
Semester Qluarter
Now a candidate for degree to be conferred on or about

Total years of full-tfime contracted teaching experience

Dates Attended
A. COLLEGE or UNIVERSITY (Undergraduaie) (inclusive) Degree & field Date of Degree

B. GRADUATE or PROFESSIONAL

14




MAJOR AREA:

A. In Undergraduate Work 8. In Graduate Work

MINOR AREA:

WORK EXPERIENCE (Give names of employers, dates, nature of experience, degree of
responsibility beginning with College of DuPage)

Employers & Location Dates Types of Work Responsibility

List Memberships, Honors, Scholarships and other achievements which you think are
germane to your application:

REFERENCES: (Please name two persons most knowledgeable about your work ot C/D.

15
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PLEASE ANSWER THE FOLLOWING QUESTIONS:

1. State briefly what you believe is the role of an administrator in & comprehensive
community college:

2. Describe those personal qualities which you feel would make you a vital memkter
of the college administrative staff:

3. What other information can you give us cbout yourse!f which you think will ~~1o
in evaluating this application?

Signature of Applicant

Return to:
Office of the Administrative Assistant to the President

i6



APPENDIX B

COLLEGE OF DuPAGE

Administrative Internship Program

Quarterly Intern Check List

Itenm

Report from particular department or area of internship
outlining specific results to be achieved.

General seminar involving all interns, mentors and department
administrators.

Final report from administrator where internship took place.
To be discussed at last meeting between intern, mentor and

admninistrator.

Report from the intern concerning his experiences.

INTERN

OUARTER

DEPARTMENT/AREA

ADMINISTRATOR

MENTOR




